Contract management - GC21

Sample Letter 2C


Change to the Principal’s Authorised Person

Mentioned in Clause 2

User guidance

Click on the following link for user guidance.

Sample text for letter to the Contractor

Below are two options which may apply:

· Use Option 1 when the current Principal’s Authorised Person will issue the notice;

· Use Option 2 when a person other than the current Principal’s Authorised Person will issue the notice.

Option 1 when the current Principal’s Authorised Person will issue the notice 

	» insert the date

The Contractor,
» insert the name of the Contractor (see Contract Information item 8)
ABN » insert the Contractor’s ABN
» insert the Contractor’s address (see Contract Information item 11)
Attention: » insert the name of the Contractor’s Authorised Person (see Contract Information item 9)
» insert the Contract name
Contract No. » insert the Contract No.
Change to the Principal’s Authorised Person

From » insert the day » insert the date, the Principal’s Authorised Person under clause 2 of the GC21 (Edition 1) General Conditions of Contract is » insert the name of the replacement Principal’s Authorised Person.

My appointment as the Principal’s Authorised Person ends at the conclusion of » insert the date when the appointment ends.

» insert the name of the Principal’s Authorised Person
Principal’s Authorised Person




Option 2 - when a person other than the current Principal’s Authorised Person will issue the notice.

	» insert the date

The Contractor,
» insert the name of the Contractor (see Contract Information item 8)
ABN » insert the Contractor’s ABN
» insert the Contractor’s address (see Contract Information item 11)
Attention: » insert the name of the Contractor’s Authorised Person (see Contract Information item 9)
» insert the Contract name
Contract No. » insert the Contract No.
Change to the Principal’s Authorised Person

From » insert the day » insert the date, the Principal’s Authorised Person under clause 2 of the GC21 (Edition 1) General Conditions of Contract will be » insert the name of the replacement Principal’s Authorised Person.
The appointment of » insert the name of the current Principal’s Authorised Person as the Principal’s Authorised Person will end at the conclusion of » insert the date when the appointment ends.

» insert the name of the person issuing the notice
» insert the person’s position title
for the Principal




Guide Notes

1. The Contractor must be advised if the person named in Contract Information item 5 is replaced.

2. This notice to the Contractor is not the appointment.  The “appointment” is a letter from the Principal to the person who will be the Principal’s Authorised Person (Sample Letter 2B).


